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TAGS: AINF 


SUBJECT: MICROFILMING PROCEDURES 


THE FOLLOWING GUIDELINES ARE SUGGESTED PROCEDURES FOR 
THE MICROFILMING UNIT IN SEOUL: 


1 . CENTRALIZE FILMING AND PROCESSING CENTER- ALL FILMING 
IS TO BE ACCOMPLISHED IN ONE LOCATION. ALL SOURCE 
DOCUMENTS TO BE FILMED MUST BE ACCOMPANIED BY THE PAPER 
CITATION FORM (PCF). 

2. THE BATES HAND STAMPER IS TO BE SET ON DUPLICATE AND 
EACH DOCUMENT (FIRST PAGE OF SOURCE DOCUMENT ONLY) 
INCLUDING THE PCF WILL BE STAMPED BEFORE FILMING. THE PCF 
MUST BE STAMPED AFTER ITS CORRESPONDING SOURCE DOCUMENT- 
NUMBERS WILL BE THE SAME IF STAMPER IS SET ON DUPLICATE. 
AFTER STAMPING, THE PCF'S ARE TO BE ROUTED TO THEIR 
RESPECTIVE SECTION FOR INPUT INTO THE SYSTEM. 


3. FILMING PROCEDURES: WITH EACH NEW REEL OF FILM, THE 
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PROCESSING UNIT MUST PREPARE A REEL CONTENTS PAGE THAT 
INCLUDES THE FOLLOWING: NAME OF POST, SECURITY CLASSIFI 
CATION, REEL NUMBER, AND CONTENTS. 

FOR EXAMPLE: TITLE: AMEMBASSY SEOUL 
CONTENTS: SUBJECT FILES (POL & ECON) 

CLASSIFICATION: SECRET 
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REEL NO.: 7801 

THE REEL CONTENTS PAGE MUST BE FILMED FIRST, BEFORE ANY 
OTHER FILMING TAKES PLACE. ALSO RECOMMEND, THAT EMBASSY 
INCLUDE AN END OF REEL PAGE. IT SHOULD BE LAST PAGE 
BEFORE REMOVING FILM FROM CAMERA. 

4. SO AS TO AVOID CONFUSION WITH NUMBERING SEQUENCE, 
ACCUMULATING NUMEROUS SHORT REELS, AND ACCELERATE FILMING, 
WE RECOMMEND THAT EMBASSY ESTABLISH THREE CATEGORIES FOR 
FILMING THAT CAN BE IDENTIFIED IN THE CONTENTS DESCRIPTION 
OF THE REEL CONTENTS PAGE. 

(A) SUBJECT FILES 

INCLUDES POL, ECON, CLASSIFIED AND UNCLASSIFIED FILMED 
TOGETHER. FADRC WILL PROVIDE DUPLICATE COPY SO EACH 
SECTION CAN MAINTAIN THEIR OWN FILM LIBRARY. 

(B) COMMERCIAL FILES 

INCLUDES ONLY UNCLASSIFIED FILES-CLASSIFIED COMMERCIAL 
SHOULD BE TREATED AS ECON MATERIAL AND FILMED UNDER SUBJECT 
FILES. 

(C) CONSULAR RECORDS 
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INCLUDES ALL RECORDS IN CONS SECTION, HOWEVER, CLASSIFIED 
SHOULD BE FILMED SEPARATELY. (POST WILL HAVE THREE CAMERA 
HEADS-ONE FOR EACH MAJOR CATEGORY). 

5. WHEN ODOMETER ON RV-2 CAMERA REACHES 2000 AND/OR ON 
MONTHLY BASIS REMOVE FILM, LABEL AND POUCH TO FADRC FOR 
PROCESSING. RESET ODOMETER TO 0 AND PREPARE NEW REEL 
CONTENTS PAGE FOR NEXT REEL. 

6. WHEN POUCHING FILM FOR PROCESSING, INCLUDE LABELLING 
INSTRUCTIONS AND NUMBER OF DUPLICATES NEEDED. ALSO, 

CABLE POUCH REGISTRY NUMBER AND CONTENTS OF FILM TO FADRC. 
FADRC WILL MOUNT PROCESSED FILM ON MATCHING MAGAZINES 
FOR POST USE AND LABEL ACCORDING TO INSTRUCTIONS. 

7. REQUEST POST'S COMMENTS TO ABOVE SUGGESTIONS. ADDRESS 
THEM AND ALL FUTURE COMMUNICATIONS REGARDING MICROGRAPHICS 
TO FADRC/RM. VANCE 
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